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TOWN OF LOS ALTOS HILLS January 24,2008

Staff Report to the City Council

SUBJECT: CONSIDER APPROVAL OF AMENDMENTS TO THE TOWN'S

REIMBURSEMENT AND EXPENSE POLICY

FROM:

APPROVED:

Nick Pegueros, Finance Director

Carl Cahill, City Manager
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RECOMMENDATION: That the City Council:

Consider recommended amendments to the Town's Expense and Reimbursement Policy.

BACKGROUND:

At the City Council's January 10, 2008 meeting, the City Council directed staff to

propose amendments to the Expense and Reimbursement Policy that would ciarify

direction on eligible meal and beverage reimbursements.

DISCUSSION:

The attached amendments provide sufficient direction to management and committee

chairs regarding meal and beverage reimbursements during meetings.

FISCAL IMPACT:

No fiscal impact is anticipated as a result of this amendment.

ATI'ACHMENTS

1. Proposed Amendments to the Town's Expense and Reimbursement Policy





Attachment I

TOWN OF LOS ALTOS HILLS

EXPENSE ANI USE OF PUBLIC RESOURCES POLICY

Adopted January 26, 2006Proposed Amendments

POLICYSTATEMENT

The Town of Los Altos Hills takes its stewardship over the use of its limited public resources

seriously. Public resources should only be used when there is a substantial benefit to the Town,

such as:

* The opportunity to discuss the community's concerns with state and federal officials

* Participating in regional, state and national organizations whose activities affect the

Town

* Attending educational seminars designed to improve officials' skill and information

levels

* Promoting public service and morale by recognizing such service

This policy provides guidance to elected and appointed officials on the use and expenditure of

Town resources, as well as the standards against which those expenditures will be measured.

This policy supplements the definition of actual and necessary expenses for purposes of state

laws relating to permissible uses of public resources and also supplements the definition of

necessary and reasonable expenses for purposes of federal and state income tax laws. This

policy also applies to any oharges made to a Town credit card or cash advances.

AUTHORIZED EXPENSES

Town funds, equipment, supplies including letterhead, titles, and staff time must only be used

for authorized Town business. The following types of expenses generally constitute authorized

expenses, as long as the other requirements of this policy are met:

* Communicating with representatives of regional, state and national government on

Town-adopted policy positions

* Attending educational seminars designed to improve officials' skill and information

levels

* Participating in regional, state and national organizations whose activities affect the

Town's interests

* Recognizing services to the Town, for example thanking a volunteer, retiring elected

official or long-time employee with a gift or celebration of nominal value and cost

* Refreshments served at a working lunch authorized by a member of the City Counici or

the City Manager.

* Attending Town events

All other expenses require approval by the City Council.

Examples of personal expenses that the Town will not reimburse include, but are not limited to:

* The personal portion of any trip




